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ol TE
APPLICATION FOR,RECORDS RETENTION SCHEDULE |, 2000528 T8 SIriAS NS Histony

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No 76—RM—1 for instructions on completing this form. Forward signed original to

Department of Archives and History, Recqrds Management Division, 330 Capitol Avenué Atlanta, Georgia, 30334'r
Attention: Scheduling Sectlon

FOR AGENCY USE 1. Agency Address v FOR RECORDS MANAGEMENT USE

Application Date Sta,te Law Dept -‘nghway DJ-.V.'LSJ.OII Application Number

132 State Judic31a1 Building E 5?— 5 38

Apptlication Number R 40 Can:.tol Squar e, S.W. : Date Received Date Completed |
- Atlanta GA 30334 -
_ —anta, sA 09ees. - leppq 1esp | OCT 25 1082
2. Person to Contact ' . Working Title : Talephone Number
Joyce Duckett S Division Head Secretary . 656-3364

3. Action Requesfed :
a. [ Establish Retention Schedule; record will continue to accumulate.
b. ] Dispose of present accumulation; no further accumutation anticipated.

¢. 0O Amend Application No. Check One: 7] Change; - 0 Supercede; 0 Void

4. Dates of Series 5. Records Series Title (followed by title used in office, if different)
Earliest " Latest

, Highway Division - County Files
1979 | Current

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Highway Division handles all of the legal affairs for the Department of
Transportation. - This includes property acquisition; contract preparation,
examination and, where necessary, litigationy representation in suits brought
by or against the DOT; and recovery of compensation for damage arising from
the unauthorized use of the State Highway System. The division participates
in contract negotiation between the DOT and various Federal and State
agencies to accompllsh the coordination necessary among such agencies. It
also prepares or examines hundreds of deeds, leases, easements and other legal
documents for the DOT. The division also is counsel to all State departments
and authorities on matters related to construction act1V1ties, including the
preparation or examination of contracts and the negotiation or lltlgation
of disputes arising out of constructlon contracts,

7. Record Senes Description ‘This file contains the followung documents {include form numbers and tftles, if any):
Attach sampies of the file.

Documents relating to: maintaining reference copies of documents submitted for informational
purposes by’ deputies under contract by the Department of Iaw to handle Department of
Transportation matters in counties. T

Included aré: ~ Coxrespondence, - pleadlngs, notlces, forms, rders,_judgments, ete,

File is arranged: A]_.phabetiéally by county.

RN

8. Monthly Reference Rate " How often are records referred to which are: T -

One to sux months old ___._ﬂ_., Seven to twelve months old ____2_0__ Thirteen to twenty-four months old __.H_5___..;'
twenty-flve months and older ___2 ? B

9. Annual Rate of Accumulation of Records _ , . :
Letter-size drawers ___  ;legalsizedrawers ______ :Shelves________;Other (specify) 2_boxes

AH-—SD-—‘_H:. Rav.76 = : - (Over)




W

YES | NO | 10. Questionnaire  (Place an *'X" in the proper column) ;;
. Is this the official copy of the series? o
X Jf not, where is it? - .
b. Does the series contain oo[n‘ldentlal infarmation requiring security handling? lf yes, cite law or regulatlon
X Attorney-Client Privileged Information

c._Is this a vital record? ' N . ;

e. When one or two documents in the file make it necessary to keep ‘the entlre flle for a long period, could these
documents be scheduled separately?

f. Is the information contained in thijs series ever pubfished? _If ves, attach copy.

Is the information contained in this series ever analyzed and/or recorded in a summarized report7

4 X d. Does this series have historical or long term research value? )
X
X
g.

| X | J__\Lj, attach copy,

x | - . Is there a’duplication of this series in your office, or in another office or agency?
“ 17 i ves. where? Complete case file in attorney's office -
____QQM_Lmhﬂm&&m&mLiﬂﬂﬂimﬂmaQJﬂﬂﬂﬁﬂﬂjmqnﬁmﬂ”
X | j. Doesthe. recard series result in a computer printout? )
11. Retention Requirements tThe following requcres the series to be kept:
a. State Law - years. . : d Audit period : years. -
b. Statute of Ilm;tatson . years, e. Administrative need 3 years.
c. Federal law , years, f. Federal retention instructions years,

Attach copy or excert of laws or regulations Explain administrative need. As q'uestions arise about -
particular matters, it is often necessary to refer back to these files.
However, 3 years is a suff1c1ent period to retain these for that purpose.

12. Approved Disposition Instructions Th|s agency recommends that the file series be cut off at the end of each: o
A Kl Calendar Year; OJ Fiscal Year; 0] Other - then,

B Hold in the current files area _— month(s) —— 1 vearls); then

O Transfer to local holding area; hold —— _year(s); then

B Transfer to State Records Center; hold __ 2__'.. _year(s); then - ~

K Destroy, = - : : - o . e
O Transfer to State Archwes for permanent retention, _ : - : :
O Other (Specify) . e . . “ .

These instructions apply to all prior and future accumulations of the series.

Agency Head/Designee (Signature) Date Records Management Officer (Signature) Date

State Records Committee (Signature) Date

oy B3| e & Plsore | Forfr)

Recommendations in para- R | /8
graph 12 are approved. State Auditor/Designee h W : / el

¥

AR_BEO—7%: Rav. 78 {ervafin Bida)

(If disapproved, attach letter @ , . _ e
of explanation.) 7 cretary of State/Designee %}M ijj.ﬂ\'\, { 0// ‘é/h"‘—f
) P . . . K K g ) i L R
' Attorney General/Designee ) ' YooiZe- ‘52



